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CONTENT AREA # OF ITEMS  PERCENTAGE 

 

1. Basic Computer Knowledge (1-4)   4      8% 

2. Reading Comprehension (5-9)   5     10% 

3. Telephone Etiquette (10-16)   7     14% 

4. Composing Correspondence  

 from Rough Draft (17-26)   10    20%  

5. Language/Grammar (27-36)   10    20% 

6. Principles of Correspondence (37-43)    7     14%  

7. Fiscal Concepts   (44-46) 3        6% 

8. Basic Arithmetic (47-50)    4        8% 

    ___   _____ 

 

TOTAL 50      100% 

 

 

Reference sources: 

 

Sabin, William A., The Gregg Reference Manual, Tribute ed., 11
th

 ed., McGraw-Hill, 2011(12 

items) 

Strunk, William Jr., The Elements of Style, WIC Books, 2009 or 

www.bartleby.com/141/strunk5.html 

(6 items) 

www.gregg.com, Appendix D:  Glossary of Computer Terms (3 items) 

www.officeskills.org/telephone_etiquette.html   (6 items) 

www.operationstech.about.com  (1 item) 

www.ventureline.com  MBA glossary (3 items) 
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